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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

N RECORDS MANAGEMENT DIVISIO!\I ]

IN'STRUCTlONS See Publication No. 76—=RM-1 for instructions on completlng this form, Forward signed orugmai to
Department of Archives and Hlstory, Records Management Division, 330 Capltol Avenue Atlanta Georgla, 30334,
Attention: Scheduting Section. ' '

" FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
[ Application Date Stone Mountain Memorial Assoc¢iation Application Number -
Stone Mountain Inn and Restaurant : .7e - l G ‘
—ﬂ_\;;-zirc;;o; Number : P.0Q. Box 775 ' ' T Date Received Date Completed
Stone Mountain, Ga. 30086 LJUL 2 7 1978 | AUG !0 1978
I=Z=P;;son to ét;l;tact o o S “_-"Vk\'ovl:in—lmg 'i'ltie—- h ) Telephone NumbaT“::j

John _Cape Bookkeeper 469-3311 ext. 164

3. Acuon Requested

a. £ Estaoush Retention Schedule; record will continue to accumuliate.
b. O Dispose of present accumulation; no further accumulation anticipated.

¢ 0O Amend Application No. Check One: [ Change; O Supercede; O Void ]
4. Dates of Series 5. Records Serias Title {folfowed by title used in office; if diffarent)
Earliest Latest
1973 J_ To Date Restaurant Guest Check Files
'6. Division and Office Function - What Is the function of the Division and the Office in which this record series is created?

The Stone Mountain Inn arid Restaurant provides lodging accommodations, meals,
entertainment, and various personal services to the public, Meals are served
to resident gqguests of the Inn and the general public, singly or in groups, and
also for conventions, banquets and receptions. The Restaurant also caters for
private parties held in the Park, but not in the Inn itself.

7. Record Series Description This file contains the following documents (mclude form numbers and titles, if any):
' Attach samples of the file.

Documents relating to: tallying the amount due (1nc1ud1ng tax) for meals ordered by guests
at the Stone Mountain Inn restaurant,

Included are: "Guest Check Card" (4%" x°5%), which lists check number, date, name of
server, number of persons served, amount of meal and tax; "Guest Check
Control Sheet" which lists check number and employee name; also included
is "Restaurant Guest Check Audit Sheet which lists date and number of
guest checks used.

File is arranged: chronologically by date; thereunder numerically by check number.
Lol S - _ ,

- 3 - — -7

8. Monthly Reference Rate How often are records referred to which are:

One to six months oid w_lo ; Seven to tweive months old Selde_n: Thirteen to twenty-four monthsold ___ ___ __;
'tWenty-f ve months and older ' ? . : , ]

’

9. Annual Rate of Accumulation of Remrds . _ _ '
Letter-size drawers . 4.~ Legalsizedrawers .~ ___;Shelves .. " :Other (specify) : -

AR-50-71; Rev, 76 {Over)
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No | 10, Questlonnaara (Place an “X" in th the e proper oolumn)

- Is this the official copy of the series? | _ 7
_Mnot. where isit? S e e e _

b., Does the series contain confidential information requiring Schl’ltV handling? If yes cite law or regulation, ;

1
)

X
X |. c._ls this a vital record? .
X | d. Does this series have historical or Iong term research value?

e. When one or two documents in the file make it necessary to keep the entire fsle for a long pericd, could these
dgcy_rnm_b&;md_ujgﬂ_sgguteiv?

gt

| - . - .- - R S -

X i |ﬁhgmuwmﬂm;sﬂwmglﬂiwxesgmcmmm.

1s themf&rhﬁ't:oﬂ contained in this series ever analyzed and/or recorded in a summarized report?

1 _._._lf ves, attach copy, Summarized in Inn/Restaurant Daily Financial -Audit Reports
h. Is there a duplication of this series in your office, or in another office or agency?

1 X1 M ves where?. . . .

x| 1 _Is this series {or & major portion_ of tdreqularlmmjcrofnmem

12,

Re

‘ ‘ ] State Records Comgpittae {Signature} - _
mendations in para- - : R e ; Y
graph 12 are approved. State Auditor/Designee $ m S F’ r" 7 X

§ X1 1. _Does’the record series resuit in a comouter printaut?.__

11. Retention Requirements

The following requires the series to be kept:

a. State Law © __years.  d. Audit period

~

0

b. Statute of limitation . 5 =years. e. Administrative need
c. Federal law , years. _ f. Federal retention instructions

Attach copy or excerpt of laws or regulations. Explain administrative need.
Retention will satisfy audit and administrative reference requirement.

1 .

years.
years,
_years.

e

‘Aporoved Dlsposmon lnstructrons This agency recommends that tha fule series be cut oﬁ at the end of each

o . E Calendar Year. (] Flscal vear; O Other __then,

& Hold in the current files area Wmonth(s) _.‘_-L — fear(s} then
O Transfer to local holding area, hold e Y@Br(S); then

O Transfer to State Records Center; hold — ... . year(s); then

& Destroy.

O Transfer to State Archives for permanent retention.

O Qther (Specify)

Date

| Records Management Officer (Signature)

7-24-18

Date

(If disapproved, attach letter ) L
of explanation.) Secre%ateloesignee a arx_o 20 / QLMy' g - (7£ - Z KJ

Attorney General/Designee /4] MZ{W & ? 7 !
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AR-50-71: Rev, 76 (Raversa Side)




